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Prior to Election
◼ The Election code and voting system key will be 

inside the lanyard in the election materials box 
which will include phone, Seal card, and 
supplemental pages (if any)

◼ Election material box and ExpressPoll case must 
be picked up at their designated locations. 

◼ If unsure of where and when to pickup boxes, 
call  215-686-VOTE or refer to pg. 62 in the 
Election Guide

◼ All Electronic Devices MUST be turned on by 
6:45 AM election morning



Election Day

TUESDAY, NOVEMBER 7, 2023

7:00 AM - 8:00 PM
(Arrive at 6:00-6:30 AM to set up)



EXPRESSPOLL 
ELECTRONIC POLLBOOK



CONNECTIVITY FOR EXPRESSPOLL
◼ 1. Locate the Black “NIB” (Network in Box) that is 

attached to the ExpressVote XL Machine “A”.  One 
Division in each polling place will have a network box.

◼ 2.  Upon arrival (AS SOON AS YOU ARRIVE) power on 
the NIB by pressing the silver power button on the 
outside of the box. 

◼ When powered on, the area surrounding the button 
will light up blue.  For additional information refer to 
page. 43 in your Election Guidebook. 

NETWORK BOX POWER BUTTONNETWORK BOX



Setting Up the Flip Stand
◼ To prepare the flip stand for use, first open the kick 

stand to reveal two orange brackets. Lift each bracket to 
free them from their white clasps (you will hear a snap).

◼ With both brackets locked you can easily flip the 
ExpressPoll over to be viewed by poll workers, then 
voters, then back again. For additional information 
refer to page 45 in your Election Guide book.
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Powering Up the ExpressPoll
◼ Press the orange power button on the top of the ExpressPoll flip 

stand 

◼ After boot-up, verify ExpressPoll is powered on by checking the 
screen (upper right) for a battery icon with lightning bolt. 

◼ Ensure all power cords are plugged into the ExpressPoll and the 
outlet is active and ready to use.

◼ Keep all cords plugged in until the polls close. 



Printer Setup ◼ The printer will be found 
inside the back gray door ‘B’ 
machine.

◼ Once the cables are 
connected, Press and hold the 
power button on the printer 
for a few seconds. 

◼ The light will turn blue when 
the printer is on. 

◼ Then, load a ballot into the 
printer only. For additional 
information refer to page 46 
in the Election Guide book.



Launching the ExpressPoll
◼ Once the tablet is powered on touch “Launch”

◼ When prompted, enter the Pollbook Qualification Code (“PQC”) 
then touch Submit. (Patiently wait until the program launches)

◼ The launch screen will display Ward, Division, and Polling place. 

◼ Make sure all information is correct. 

◼ SIGN IN AND TOUCH OPEN POLLS BY 6:45AM



Poll worker Management 
Board worker Payroll 



After Polls are successfully opened, and the volume of voters are manageable, 
you may now complete your payroll via ExpressPoll 

1. Enter Poll worker management 
2. Touch Options
3. Poll worker management 
4. Find poll worker
5. Type last name
6. Type first name
7. Add poll worker 



◼ Complete all required fields

◼ First Name, Last Name, DOB, Job Title

◼ Address, City, Zip Code, Home or Cell and email.

◼ Save (make sure all information is correct)

Please note- (Continue to Fill out the paper payroll 
sheet, the paper record is the official record) 



Election Board 
and 

Polling Place Overview



Positions on the Election Board
▪ Judge of Election

▪ Majority Inspector

▪ Minority Inspector

▪ Clerk 

▪ Machine Inspector

▪ Each person can only hold ONE position except Bilingual Interpreters 
who are appointed and certified by the City Commissioners for certain 
divisions. Bilingual Interpreters are only allowed to work two 
positions in the same division, or as an interpreter for two divisions. 
Please be advised if you are not a Bilingual Interpreter and sign the payroll 
sheet in the Bilingual position your name will be removed from the payroll 

sheet. Please note that adding your name to additional positions will NOT 
result in any additional pay; for additional information regarding 
positions on the Election Board refer to pages. 6-9 in the Election 
Guide book.



Arrival and Administering the 
Oaths of Office

▪ Arrive at 6:00-6:30 AM

▪ TURN ON the cell phone provided with the 
election materials

▪ If your polling location is not open, call        
215-686-1523

▪ Open ALL voting machines provided

▪ Please remember to break and record all 
green and yellow seals

▪ Administer the Oaths of Office

▪ Place one copy in #2 Envelope

▪ Place one copy in #4 Envelope



Filling Vacancies on Election Day

▪ If someone is missing/NO show by 7:00 AM:

▪ Judge of Election MUST appoint Majority Inspector

▪Majority Inspector MUST appoint a Judge of Election

▪Minority Inspector MUST appoint Clerk 

▪ If you are unable to fill any of these positions, they 
can be filled via Curbside Election

▪ Elected or Court Appointed Election Board 
Officials must be seated if they arrive before 7:00 
AM

▪ For more information, refer to page 9 in the 
Election Guidebook.



Rights of Voters

▪   An Elector shall have the right to vote
▪ Without use of threat, force, violence or restraint

▪ Without intimidation upon or against his or her 
person

▪ Without any other action intended to deny any 
individual’s right to vote



Electioneering

▪ The following is prohibited within 10 feet of 
the Polling Place entrance 
(where the voting machines are located):
▪ Handing out campaign literature

▪ Promoting a candidate

▪ Discussing candidates or political parties in front of a 
voter



Machine Technicians

▪ Periodically throughout Election Day machine 
technicians employed by the City, directly or 
through a contractor, will visit polling places to 
perform courtesy checks on the ExpressVote 
XLs.

▪ Check for an employee badge/ID card



Poll Watchers
▪ They represent a candidate or political party to watch polling place activities

▪ They must have a certificate from the City Commissioners’ Office

▪ Certificates are good for anywhere in the City

▪ Only one Poll Watcher per party or candidate at a time may be present in the 
polling place during voting hours (6:30 AM – Close of Polls)

▪ If no voters are present:

▪ They can request the number of voters who have voted

▪ They can ask for and receive the machine counts

▪ They can take pictures inside the Polling Place

▪ Poll Watchers CANNOT go behind the voting machines

▪ Poll Watchers CANNOT take pictures of voters in the act of voting

▪ For additional information, refer to pages. 35-36 in the Election Guide 
book.



Opening the Polls

The polling place MUST be open at 
7:00 AM



Posters 

▪ 2 Blue Posters (Inside 
Only)

◼Voting Laws and Penalties

◼How to vote and how 
elections are run 

◼4 White Posters

◼People with Disabilities

Posters can be found in the extra large envelope with red letters 
“ATTENTION: Judge of Election” and/or the Election Box

All Posters MUST be Hung up in ALL 3 
LANGUAGES both Outside and Inside Unless 

Noted Otherwise!



Posters
▪ Large Pink Posters 

▪ Sample Ballots
▪ English, Spanish, & 

Chinese

▪ 2 Pink Posters 

▪ 2 Yellow Posters 
▪ English as a Second 

Language

▪ 2 Blue Accessibility 
Posters
▪ Only necessary 

divisions (Not all)



Language Interpretation Guide on 
Election Day

▪This guide is available for 
individuals who require language 
interpretation services other than 
those offered at their polling place

▪Have an Election Board Official 
contact a language interpreter 
using the hotline provided on the 
guide

▪This guide MUST be posted on the 
table for public viewing 



Opening Polls & Search for Voter 
Screen 

◼ From the Monitor Poll Screen on the ExpressPoll, touch 
Open Poll

◼ Once the poll is open, information related to the number 
of voters checked in will display on the main screen.

◼ When you first open polls, this screen will show that no 
voters have checked into your division. 

◼ For additional information refer to pg. 48 in the Election 
Guide book.



Electronic PollBook Status

◼ Check your printer status (green)   

◼ Check your Peer to Peer to make sure 
you’re Connected 

◼ Check the NIB to make sure power is on 
and Wi-Fi connected 



Searching for Voters

◼ Tap Search for Voter

◼ Start with the first 3 
letters of the last name

◼ Then type the first 3 
letters of the first name 

◼ Tap a search field and use 
the keyboard to enter the 
voter’s Last Name, First 
Name, Date of Birth or a 
combination of these 
items. 

◼ Possible voters will 
appear interactively as 
letters are typed into the 
search field. 



Issuing an Express Vote XL Ballot
◼ To complete issuing an ExpressVote XL ballot, verify the voter 

status and select ExpressVote XL Ballot. 

◼ PLEASE READ the Comment section which will provide 
instructions on how to proceed based on the voter status 

◼ Board Worker touches green circular arrow icon and flips 
ExpressPoll towards voter 

◼ Voter signs tablet and touches Done Signing 

◼ Board Worker flips tablet back and verifies signature. If signature 
matches, Board Worker initials box, then touches Accept 

◼ (Primary Election only) Select Voter’s Party, then touch Next.



Table Setup

▪ExpressPoll Electronic 
Pollbook

▪Printer

◼ Supplemental Sheets (If any)

◼ 2 Yellow Books



Voter ID

▪ Voters should not be asked to show ID unless 
they are a first-time voter in the division

▪ First time voters in the division will be 
required to show either photo, or non-photo 
identification as indicated in the Voter Details 
& Status on the ExpressPoll Electronic 
Pollbook

▪ Ex: Valid Driver’s License, current utility bill

▪ For additional information on acceptable 
forms of ID, refer to page. 20 in the Election 
Guide book.



Voter Details & Status 

Voter results will appear using a red, yellow, green color-
coding system. 

◼ Green - Voter may vote a standard ballot.

◼ Yellow - Voter may vote provisional ballot, or some action is
required before voter can be issued a standard ballot.

◼ Red - Voter cannot vote on the voting machine due to exceptions
with their voter record.



Provisional Voting 

▪ Use a Provisional Ballot when:

▪ Voter is not in the ExpressPoll or Supplemental Pages 

▪ Voter does not have valid ID where ID is required 

▪ Voter claims Political Party listed in Poll Book is incorrect 
(Primary Elections only) 

▪ Voter has applied for a Mail-in or Absentee Ballot

▪ On rare occasions: 

▪ A person with a court order 

▪ Court ordered extension of polls closing time

▪ Voter spoiled 3 ballots on the ExpressVote XL

▪ Voter does NOT sign on ExpressPoll

▪ See pages 19-23 for additional information in your Election Guide.

▪ Voters may request a Provisional Ballot in English/Chinese or 
English/Spanish NEW

2022



Provisional Voting

Remember: Any voter has the right to request 
a Provisional Ballot for any reason!



Spoiling a Ballot
◼ When a voter wishes to cancel the voting session.

◼ Enter the election code on the voting system 

◼ Confirm the reason for ending the voting session

◼ The paper ballot will eject, hand the paper ballot to the voter without looking at 
their selections and walk the voter back to the table

◼ Provide the voter with a black marker and “Spoiled Ballot” sticker 
(which are included in the election materials box)

◼ Instruct the voter to black out the barcodes and their selections then place the 
“Spoiled Ballot” sticker over the barcodes.

◼ In the electronic poll book, search for the voter. Verify the voter and select 
Reissue Standard Ballot. Next, select the Reissue Reason, then touch Next. Have 
the voter sign the tablet. Once their signature is captured, touch Done Signing. 
Verify the voter signature and then touch Accept. Touch Complete Check-In to 
finish checking the voter in. 

◼ In the #2 and #4 books write S1, S2 or S3 next to the voter’s name.

◼ All Spoiled ballots should be folded and placed into the spoiled ballot plastic 
bag and, at the end of the night, placed in the “Hopper Bag”

◼ For more information on spoiling a ballot refer to page 50 in the Election 
Guidebook.



Machine Down 
Provisional Voting

▪ Used when 50% or more of voting 
machines are not working and there 
are voters waiting to use the election 
machines.

▪ After voter has cast a Machine Down 
Provisional ballot, place a “Machine 
Down” sticker in Section 2 of the 
Provisional Affidavit Envelope “B”.

STICKERS PROVIDED



Mail-in & Absentee Voting
▪ Post Mail-in & Absentee Voters Lists

▪ Lists Delivered by Police Officer

▪ All challenges to Mail-in or Absentee Ballots must be made to 
the Philadelphia Board of Elections in City Hall, Room 142. 

▪ All voters who apply for a Mail-in or Absentee Ballot are 
prohibited by the Election Code from voting on the 
ExpressVote XLs. 

▪ However, if the voter surrenders their voided ballot and 
declaration envelope, and sign an affirmation that they haven’t 
already voted, then the voter may vote on the ExpressVoteXL. 
(Act 12) This will be indicated in the ExpressPoll and the Mail-
in and Absentee Voters Lists. They may instead request a 

provisional ballot.



Voter Assistance
▪ If a voter requires assistance operating 

the ExpressVote XL or assistance with a 
language other than English:

▪ Complete an Assistance Declaration 

▪ Anyone but the Judge of Election, 
Employer, or Union Representative may 
assist a voter

▪ DO NOT offer assistance without being 
asked

▪ No voter assistance is permitted unless 
the voter requests assistance. It is the 
voter’s choice who assists them.

▪ Record of Assisted Voters

▪ Place completed forms in #2 
Envelope

For more information read page 31 in the election guidebook



Affirmation of Elector

◼ If a registered elector has an Inactive 
voter status, or has moved, the voter 
should inform polling place officials 
of the address change by completing 
Sections A and C of an Affirmation 
of Elector form.

◼ If the voter has moved out of 
Philadelphia County, their voting 
record will be cancelled here. Inform 
them that they are responsible to 
register to vote in their new 
county of residence for future 
elections.



Closing the Polls



Closing the Polls
▪ All polls MUST stay open until 8:00 PM

▪Have an Election Board member stand at the end of 
the line at 8:00 PM 

▪Close all ExpressVote XLs

▪Sign the Affidavit for Identification Requirements

▪Located in the Judge’s Purple Folder

▪ Sign the payroll sheet

▪ Payrolls MUST NOT be filled out until close of Election

▪ Please refer to pages 52-61 in the Election Guide book, 
for additional information on closing the polls.



Closing the ExpressPoll 
◼ When it is time for the polls to 

close after all voters have signed 
in, touch Monitor Poll from the 
main screen. 

◼ To close the poll, touch the red 
Close Poll button in the bottom 
right corner of the screen. 

◼ A prompt will appear providing 
the option to sign out. If you 
select Yes, you will be signed out 
of the system when you close the 
poll. 

◼ After returning to the Launch 
screen, touch Shut Down to 
power the tablet off. Confirm 
shutdown by touching Yes.

◼ To get the final numbers and 
voter’s list before shutting down, 
touch the View Reports tab.

◼ Wrap up the power cord and 
return the ExpresPolls to their 
carrying case. 



#2 Envelope

▪ Goes inside the Election 
Materials Box

▪ Contains:

▪A copy of the completed 
Oath of Officers

▪A copy of the signed voting 
system tape

▪Record of Assisted Voters

▪# 2 Yellow book



▪Given to the Minority 

Inspector 
▪Must be retained for one 

year

▪Contains:

▪ A copy of the completed 
Oath of Officers

▪ A copy of the signed voting 
system tape 

▪ # 4 Yellow book

#4 Envelope

Note: Judge of Election does not take any 
materials home from the #2 or #4 envelopes



Vinyl Bag
▪ Contains:

▪USB stick – will be collected from 
ALL ExpressVote XLs (Opened 
and Unopened)

▪The zero-count tape from the 
beginning of the day and the last 
copy of the election results which 
will contain any write-in votes 
from each machine

▪City-issued Cell Phone

▪VOTING SYSTEM KEY 

▪Mail-in and Absentee voters lists 
(if any)



Electronic Poll Book Case

▪Contains:

▪Both ExpressPolls

▪Both ExpressPoll 
charging cords

▪Goes with the 
Police Officer 
along with the 
Vinyl Bag and 
Hopper Bag



The Hopper Bag

◼ Secure ballot hopper 
(from each machine which 

     contains the official voted ballots)

◼ Provisional Voting Envelope C

◼ Spoiled Ballot Envelope (if any)

◼ Surrendered/Spoiled Mail-in or 
Absentee balloting materials

◼ Seal Card
(All seal numbers must be 
recorded) 



Post Outside the Polling Place

▪ Post outside the closed Polling Place a 
signed copy of the Voting Machine tape

▪ Results tape should be visible to 
anyone coming after the polls close 



Election Materials Box
▪ All remaining materials should be placed inside the election material box, 

including the payroll sheet

▪ Please note- (Continue to Fill out the paper payroll sheet, the paper 
record is the official record) 

▪ Judge of Election should retain pink copy of the payroll sheet for records

▪ Ensure all board workers completed & signed payroll sheet

Anyone who does not sign the payroll sheet will not be paid

▪ Any questions or discrepancies, please call 215-686-1590



After the Election

▪  Wait for the police officer

▪  Give him/her the Vinyl bag, ExpressPoll 
case, and Hopper bag

▪  Bring the Election materials box to 
520 N. Delaware Ave.

▪By 2:00 AM the following day



Election Results

▪ For unofficial real-time election night results, 
https://vote.phila.gov/results/

▪ For certified results and other voting 
information, visit For results by county or 
statewide (including past elections), visit 

https://electionreturns.pa.gov/

https://vote.phila.gov/results/
https://electionreturns.pa.gov/
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